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Xerox AltaLink: Printing Envelopes in Microsoft Word from a PC

Printing envelopes from the Mailings feature in Microsoft Word is a two-step process. First, setting up
the bypass tray with envelopes. Second, printing from the Mailings feature in Microsoft Word.

At the Copier:

1. Set the envelopes in the Bypass Tray:
Long Edge Feed, Face Down

o Close the flaps and load the envelope
face down onto the bypass tray as
shown in the picture.

o Adjust the guides to fit snugly around
the sides of the envelope to ensure
proper alignment and feeding.

2. When the prompt appears on the main

screen, configure the following settings: Confim

e Size: Select the size of the envelope. If
the envelope size is not recognized as a
standard option, you can create a
custom size.

e Type: Select Envelope.
Color: Select White.

A s B ype
3. Select Confirm when finished. No. 10 Envelope (4.1 x9.5) Envelope
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At the Computer:
Printing an envelope with the Microsoft Word feature uses the chosen printer.

1. Open Microsoft Word.
2. Select File > Print & Printer Properties. B e

3. Under Printing Options - Paper: =
No.10 Envelope (41957

e Use the dropdown menus to define the |
Paper Size, Color, and Type to match L

. . = @

what is set at the machine. B [ seaprn

e Make sure the Tray 5 (Bypass) is M-
chosen NetilePnchig .

4. The driver should automatically switch to | [ Zero:Biackand whie
. . Off (Use Document Color)
1-Sided Print. g Pincuety

—" | Enhanced

5. Select OK to exit print driver.

Output Destnation
=" | Automabc

Troubleshooting: Rotate Image 180 X

Intelligent 180 Degree Rotation (Recommended)

If your envelopes are printing upside down, _
. . g g Subsequent 180 Degree Rotation:
you can fix this through your print driver b Advanced

settings. Follow these steps: o T0Envelops (1395 =)
‘ Portrait and Landscape Pages e ‘
e In t;he print driver, go to the Advanced 2 ok Concel
tab. ——————
° SeleCt ROtate Image 1800 and CIiCk on -~ Binding Edge: Automatic (Recommended
- Document Encryption: Off
Setup. - Margins: Standard
e Check both boxes and select the Setup..

Mirror Output: No

envelope size from the dropdown - Application Reduce/Enlarge (Expert): 100
menu. -8 Preferences
. . -8 Notificati
e Portrait and Landscape Pages will T moner
default. 8 Xerox Web Links
g 1] n - About
e Click "OK" to apply the changes.
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Tip: Create a Preset for Future Use

e Once all settings are applied, select
the save icon in the bottom left
corner.

o Select Save as New Preset and give
it a name.

e You can now select this preset next
time to save time.

ve these settings

Save as 1-Touch

Displayed on the 1-Touch tab

Presels:
|Dsfau\lSet1mgs’ | -

?ﬂ@

@ Save as New Preset
Displayed in the Presets list

@ Save As Microsoft Word Defaults
Always start Microsoft Word with these settings

';J Presets
= [Comm 10 Envelopes
X

7 -

‘ n Waste Reducton
Cloy 1Staple, 2-Sided

Save as Preset
=
Default Setings

Name:
Comm 10 Envelopes

Tooltip:

2Up. 2Sided

ngns

(Optional) ‘ Booklet Layout =
Draft Watermark jheet
'
ok ]| Cance S
6. In MS Word, select Mailings = e -
Envelopes. Enter addresses as needed. e
7. Select the Options button.
¥
=7 =
8. Onthe Envelope Options tab, select the Envelope Opton: 8
correct Envelope size. L
‘ Size 10 - @ 1/58x91/2in) T

Delivery adaress

Return address

From Jeft  Auto
Fromtop: Auto

Font.. From left:  Auto

Fromtop: Auto

9. On the Printing Options tab, select Feed
from: Bypass Tray.

10. Select OK.

Envelope Options  Brinting Options

Printer:  Demo Altalink C8145 V3 Orange

Feed method

= || e = @‘ p
s = S
s a a

O race up Face down

[iciockwise rotation;

Eeed from:

Bypass Tray

Word recommends feeding envelopes as shown above
1f this method does not work for your printer, select the correct feed

method.

Cancel

11. Select Print.

When prompted by the printer, insert an envelope in your printer's manual feeder.

[ Print J [ Add to Document

een Bay

Options... ] [ E-postage Properties... ]
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